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-Introduction u pose
I . /

What makes a goodvpcational.program? Are theLe any universally accepted
.. ,1

'criteria for vocatimalprograrnswality?,
A 'recent study conducte by the t enter for Vocational Education- at The Ohio

State University (April, 1975) he.Delphi Technique to help develop a rank
ofber of agreed-upon critetia

*l'for.
_vocational -program.quality,:.

Using two rounds under e Delphi format, 66 criteria for quality were ranked by
more than 500 vocational ed catois from all levels of iftVolvemenk.

. As one might expect, th nurnber one criteri,a was "Program contest is current With
occupatmal practice." It has bee" traditional to examine and re-examine vocational
program content with craft comrSittees to insure that this criteria of quality ispresent in
all vocational programs. , ;'

However; oncethey are employed, vocational prOgramsgraduates are evaluated
from a number of points of viearld the evaluation involves more thin simply the
vocational tasks performed. In fact; students who are employed in larger-agencies , .' .

iuchVinsurance companies, prOduttion...industries, health services and retailing busi-
nesses -.,, often find performance evaluations relate only in small ways to specific job ..
skills. Factors such as interperspnal relationships, persotja1 appearance, punctuality, ,

'motivation, and self-direction are4eyen high priority as part of the periodic pc4for-
mance review.

Another study completed by the University of Tennessee (Porreca and Stallard,

1975) concluded that "affedtive domain cOmpetencies of students-epPears to be-as

important as cognitive and psycho -motor coMpetencies in vocational-techniCal
education." ,. -

N !Iv 1
'-
,

Thus, while vocational educators arquite C. onfidentkat the specific vocationA.
skills taught in a given progrash are "current with occupational practice," v'ye are not L

fully aware ('nor are theptudents) of those atber-aipects of the world-of-worenviron-
ment upon which our giaduates wi3I be evaluated. .

To continue to deAelop quality vocational brograrm vie must know the full extent
,

of employer expectations above and beyond specific vocational skills. ,_

It isthe purpdse of this research to learn of these employer exriectations and
accomplish the ferowing two Objectives: -

(If To determine current employer-practices in personnel performance evalu-
ation in New Hampshire. . ,

(2) To infoinyvbcational teachers and guidance counselors of tf;ese employer
practices's° th4t they might make progr'am or counselirig-service ri-Codifi-

_

,94ations to better acquaintvocational students with thesePractices. r
.

..,/ 4'f.4
.
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b.,Forthe results of this study tobe useful to the vocational teacher, firsthand know -,
edgebf the actual methods employers currently use to evaluate their employee% was
essential: .

. ,

- A The best way to gain this infornlation was through face-to-face interview's with the
pe4ionnel departMents-4hich have the responsibility for hitiVfnew employees and
evaluating.exisfing emPloyees. . ,,r

Interviews were conducted with twenty-three (23) employees across the stateeto
.

, learn of their current procedures in employee evaluatiOns. Theie interviews were held
:with businesses and industries of diverse size and geographic location industries rep-,
resentative of the occupational area for 'which vocatioial educatidn prepares students.

The intervigwprocess offered employers three methods of providing data and.-
materials:' - -

,... __ - ...

-. (1) Employers ft sponded to a'standard set of prepared questions.

(2) Employers 'offered open-ended comments abouttbeir method of ;
employee evaluation ., t

- I
.
. ,

(3) Copiesof evaluation materials which. mployers use for employee,evatu

*.tions;were obtained. i'0

The instrument used in the interviews posed the following fiVe questionsfor
directing the discussion: . ,

....
(1) Does your company /organization uY/organizatiose a written evaluation form w

deals with the performance of your employees,? If so, could we ple
a sample copy? ..

(2) fil hiring new persOrink what are the six basic factors you feel are os
Aportant? , t

.

(3) How ate employee evaluations for pay raises or promotion conducted in
your company/organization? . --

(4) Who is involved in these evaluations?

(5) What are the most common reasons for termination of an empl yee?

ti

.

n addition to these standard questions, each personnel representative vias askedr'
to r nk the relative importance of the following ten factori of work attitudeS.-

of

' *
(
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1., PERSONAL HYGIENE AND APPEARANCE: the person fsappropriately:..
. - attired. e f'

' i 2. TIWNABILITY:,-the person accepts-construttrve crrticisni, follows instruc- .

tions willingly and performs consistently: .

3. SELF-CONFIDENCE: the persons believe their own actions influence future
. events._ . . .

4..RESPECTFULNESS: the person respects co-workers, supervision and property.

5. TRUSTWORTHINESS: the person can fiandle information disireetly and
. respects coQfidentes. -

6. OPTIMISM: the person expects good from people and satisfaction from the
. natural course of events. ....

I. WORKINGNifilBILIT eY:thep rsoil is willing to work hours regtiested, is on
. time and is present all days required.

'.
. _

8. RESPONSIBILITY: the person is able to handle responsibility justly and able!. .
to,Work under stress,.

9. AMBITIOUS: the person II striving for advancement or growth.

10. COOPERATIVE: the person is able to work well with others. ..."

Twenty -three employers (see Appendix A) were identified and interviewed: In most
cases the personnel representative hired from two or more of the vocational education
areas. Forexample, a large electronics company might employ secretaries, engineers,
draftsmen andrnachinists..The employers were selected based on these considerations:

Located in New Hampshire
.

All vOcationaleducation areas were representedt
Both urban and rur al employers were represented
Small, medium, and large employers %;rete represented

In addition to the interviews, ilitresearchers also attended professional meetings.
of personnel managers and participated in training seminars for personnel. From these
we were able to 'gain perspective and insight into the tasks personnel managers are

.

required to do. Ertployee evaluation is critical b4ause so much is at stake .for the
people rejefted, for the people hired, for the people promoted; and for the people
fired . .

The interviews were designedto find the answer tOtwp basic questions:
.

' (1) What techniques are being used during the interviewilpsiring process to
determine which potential employeeto hire?

- (2) What techniques al being usectonce an employee is on ale job to assess
his or her pixtential and performances:

r.
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There are many more.qualified applicants applying for most'jobs than cin possibly
b?Iiired, Personnel management has adifficult taskin finding the best person for the

/1company. The definitionof "best person" is aperson who will be an asset to the '
' company one who will stay with the cotnpany and.wor4 hard. Personnel people are

trainedin the art of communication-questioning skill Igtenini skills, and understand-
ing non -verbs l comminications. It is their job within legal confines --= to gather as

,

-much information about an appliciantin order to mdkelthe best possible hirtnt decision.
The job market in New Hamehire continues to be very tight. And the new

vocational iraau,ates enter this Market with some strong strikes againsethiem.
\ Specifically, the graduates are:

' Yorg
I ne4aerienced Alb

.

,. . Statistically not stable on the job. : -..

Vocati6nal teachers have the opportunity to bhange these debits to credits. Our
. findings clearly indicate that graduates who know what they want and.what they have
.,.

to offer, and who.have cultivated human relations, skills, will interview effectively and
be more successful in landing a job.

, spur findings are extensive and will be prfsented in three bro0 areas:, . ...
I. .EValuation prior to employment ''How to Get,a Mb."

I!.. Evaluaticin after employed "How to-Hold a Job"

III. The Importante of Work Attitudes ;

Hou) to Get q..)ob:
) EuolOotion Prior to EreplOqrnent

.

.. :

,N.,.._._. ., 3 ,/ .

The minute a vocational graduate makes contact with a potential employer, the. , f
evaluation, procesi.begins. Thus, competition for-jthliibegitii long before a pergin even
has the opportuoity so demonstrate his or her vocational skills. Graduates pf vocational.
programs, therefore, requite skills in the job interview proceSs, if they are to improve
their chances of obtaining the job they want. Actual forms which personnel managers
use in the interview process are available in Apperittjx B. .. ,.

in many organi'zaticins the interview process itself has a number of steps beginning
with the initial contact with the receptionist.

. When the job applicant is brought to the-company, sometimes the personnel .

receptionist will "code" the apjilication form with tome brief general irYipressions of the _.- ,
applicant. The receptionist may alit:choose topass the application on to personnel or

away.
,

file it away. ,
,

,
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The second step is-usually a meeting Witha member of the personneldepartment.
The purpose of this stage of the interview process is important tb keep in mind. Here the `4

gttapplicant has a chance to c nvince perionnel l necessaryet he or she has the necessa
qtralificqicms and-is-the-ri person for-thejob: Personnel managers leek for the .

!relevant information neededtarmake the hirereject decision. The interview with
personnel us'eally emphasizes identification of work habits and attitudes. Specifics
being coniider0 are aptitude, personality, motivation andlharacter. Personnel will be

'alert to the manner of response passes that May indicate, avoidance of critical issues -.-
and will investigate further in these areas. In essence, every possible factor is
considered by the-interviewer and then e'aluated. It is his *) to'decide if the jell)
specifications and lleapplicantsskills will match. .. .

The third part of the screening Process is performed by the department supervisor
who assesses the applicant's specific job skills. his interviewer also assesses work
attitude' factors. Personality.traits often pl n Important role . it is in the com-
parry's best interest to hire a'person who .ill be an' asset, a person wFio will 'get
along well with, other employees. .

While variations in the evaluation prior to employmeht often occur, affective
domain competencies are always considered. Sometimes an informal score card is
maintained each applicant with all interviews being recorded, Such a records ,

impOrtant and valuable when large nUmbelsof applicants apply-for a given position, .-

This pre-employment record is destroyedas soon as the applicant is hired or rejected.
The personnel workers in New Hampshireare fully aware and rekpectful of the legal

structure which restricts the questions job applicant is required to answer. In fact, it was
luggested that students be taught the laws governing equal enployment ipportunities.

;

Iy

IRO

How to Hold a Job:
Euoluotion After Emplowent

Personnel evaluation after erloymen,t is a more extensive and Thrmal process.
Nearlyevery employer has a probationary period for the new employee. During

, this time a mutual evaluation of the employer - employee relationship and the job
environment takes place. It is understood that during this period either party can termi-

, natethe employment with no recriminations. ,

Most employers have required_ procedures and forms which are used in periodic :-
emplOyee evaluations. These forms show clearly that employee evaluations hinge
strongly orr personal and attitudinal factors'as well as cognitive and psychomotor skills..

Most New Hampshire employees-evaluate their employees for three reasons: pay
,

raises, promotion, and personal improvement. Evaluations for-these- purposes are
usually performed at the same time and with the use of the same questionnaires. Some
employers, however, believe these evaluations should be done separately to allow
employee growtg and development to be emphasized and separated from salary and
promotibn considerations.

g
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pbsit%ons; one for salaried non-exempt, such as office workers and technician and one
I.There are three different typOsbf job e4 th ;Oneations Perfornig for hourly wage I. .°

for salaried exeript or managdrial positions. flie_affective dorndirieompetencies'appear. ,

the salaried positioni-7', ---- ---

In allf these positions the evalgattion usually ,begins with the immediate
supervisor. Some instiumenti used are included in Appendix C. The criteria tled in- ..

.
i clpde cognitive, plychomotor, and affective dorriain.Competencies. The.emj5loyee's

ievaluation and his supervisor's evaluation arathen compared and a decision is reached ,

concerning the pily raise or promoti vv. ..r--.

. :r i --= . .
. 4;,-.

- illat

I

%
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The linportOn e of. Work Attitudk
J

Each of the twenty-three (23) mployers was asked to rate the r elative importance
of the tenfaclors which comprise orkirtg attitudes. While there were some
differences, the following pattern as recorded.

1
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1. PE4iONAL HYGIENEtAND APPEAR-

. ANCE: the person is appropriately
.

. attired., ,
.

. 1

-

2.. TRAINABILITY: the person accepts
constructive criticism,

.
follows'instructiOns

. .. - williqgly and performs'
consistently.. --

.

i

1

.
.

4

.

.

.3. SELF-CONFIDENCE: the person be-
. Ijeves his own

. . actions influence .

le .. futufe events.

. .

_

.

.
.

4. RESPECTFULNESS: the person respects
) co-workers, uper-

' vision and
., property.

. .
5. T-RLISTIORTHINISS:.the person cap

handle inforna-
. tion discreetly

and respect* ,

. - confidences.

.

41.

\
,

- . _....

, ,

6. OPTIMISM! theperson expect5 good
. from people and satisfac-,

tion frotr) the natural
. fcourse o events.

.
.. .

. ,

.

.

7. WORKING FLEXIBILITY: the Person is
willing to

.

it

_

. work hours
requested, is

pn time and
.is present all -
days re- ',

. quired.'

8. RESPONSIBILITY: the person is able t
handle responsibil-it ity justly and able to
work undei stress'.

'

.

9. AMBITIONS: the person is striving for
.

.. advancement or growth.
.

.

10. COOP5RATIVE: the person is able to
, work well with others.

t
,
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An analysis of the above table indicates: .: - .

TL ,(actors of TRUSTWORTHINESS anelVORKING FLEXIBIL:ITYIere rated
the highest in terms of employer importance.

--The factors-of -FIER5ONAt I-IY6E-NE and APPEARA-NC-E-, RESPECTFULNESS, .

and COOPERATIVENESS were close seconds,.;
% . .i . .

Other characteristics added to the list in the "other" category involved being
s Dependable, Hard-working, EConomic-minded, .and,Stable./

There were a number of occupations with specific characteristics which one
might Oxpect, such as: ,. . .

. Personal hygiene and appearance were extreMelyimpOrtant in
health telatecLoccupations as well as business and office

, occupations.
,

Trainability was ranked very high in the manufacturing andechnical
industries. -

6

Self-confidence.was'a factor which employees looked fork! identi-
, fying future leadership potential..

Responsibility was another factor in identifying leadership or supgr-
. .

visory potential.

I
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2-.e."- 31., ,- . . - 40
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A

on
. . ,

.,c. 0 study haii47nstrated that if a vocational eduCation program is to be ,
-,

red "cfitteritpAth oc4,pational,practice,'' there must be piovision for instruct
' ijOn riAirO#rtilitite of worleha§its, attitudes and interpersonal communication skills

-. .
-as part of the peogram. 14 , / ^ .

. When asked if 'they addreis worlehabits andattitudes ih.their programs, vocational
teachers and counselors vsually,indicate that these coneepts.ars implied Of discussed,
all the time. In fact, some of these f&ctors are part of the gradirrg process. tloWeverthls
is not enough. 'If our voeitional progratn graduates are to be fully jirepared for entering°
and maintainingemployitient^a more subitasitial instructional effort in the*teaching of. ,

work attitudes and nterpeiional relations is required'. - .- . '; :
.

. :.

SuggestiOns forteac-her action: .
40) Vocational programs should have explicit instruction in personal devel,qp-

_
ment including work habits,. attitudes, and interpersonal cdrrtniunicatidn

.. , ., 4

, .
ills. . $

. .
.

(2) Voeiliici al stuflents must receive first-hand experiences irrjob-Seeking , 'i

ski I4, T can be accomplished in a nunnber of ways, such aisi: . ,
.

.. .0

0 0 a. tud , complete, and discu-ss sample job appliCatiorOorrinsfaS

. tho in Appendi),( B.
. .

. ,-- --.

b.. Vie films on the.' job interview process. .4 s

c. R -play the.job interview-with fellow students and instructors.

1

4 1

4"

A

.
,

d. I nOte a local dersonnel.manager tckthe classroom.to discuss the' ...

job; interview process and to demonstrate (rolezplay) various inter-
c.,:.vieW situations. , 4

e. ,AsSist the stu'dents in .writing a resume:, -
t

. - Tr
(3) Vocatiofial;students must be knowledgeable in.thepurposes arid methods

which #inPloyers use to evaluate their on-the-job performances. The -

.. .m e eluded in Appendix C provide a-number-of examples of actual ..,-.
11, ' 1 t

.
', ev al u a ti instrurnents currently used by erinployers. These might.be used
bystude slip self- evaluate their performance in thevocational edutation'
program. : _'''. -

i . .
3

-

(41 Vocattoltea,chers should .have access to a wide variety of initrtictional.
malrials n6 rnediawhich address the areavofscareerandpersonal '. l
development, Commercial production of these material § has increased
dramatically over the pastiew years and their cost is mOsereasonable. , ..
While sorile,t,f the materials are designed for specific.vocational areas, ,..

.e. . ,

. k.1$' Most are generalized and can be used in a variety ofvoCationarprogram
areas. A comprehensive bibllogralby Of instructional materiais for teach..-

,

ers appe rs in ijppendix D, . . i . .., . . - ,

(5) Feedba k to students enrolled in vocational programs should include
inform ion oR work habits, .attitudes, and interpersonal skills as well as
grade r porting on program content and vocational skills. r . -

. . ..

r
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Alvirne High School

4

Ashuelot NationaT.Bank

- Centronics .

,.*ClieshireaploymentAgen0

Cheshire Hospital

Department of Employment Security

Hogan's Florist
,

t Homestead Woolen Mills

-

Jordan Marsh

Keene High School

Keene'State College

KingsbAy Machine Tool eorr.

Manpoier

Markem Corporation

Mill End Store

shiia Corporation

National Grange Mutual Insurance

.St. Joseph's Hospital

SaAders Associates, Inc.

Smith plumbing & Heating

Teledyne Electro-Mechamisms
ti

United States Department of Agriculture

Weatteau'Incorporated

16 4
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SAMPLES: EMPLOYER INTERVIEW FVALUAT I ON F ORMS
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EMPLOYMENT APPLICATION OUR EMPLOYMENT .POLICY - EQUAL OPPORTUNITY FOR ALL WITHOUT DIS-
CRIMINATION BECAUSE OF RACE. COLOR. CREED. SEX. AGE OR NATIONAL ORIGIN"

LAST NAN%
I. FIRST NAME r MIDDLE INITIIL

...
DSIT N APPLIED fOR

12

HOURS AVAILABLE ISE SPECIFIC)
13 ..

.

FULL TIME I PART TIME
Apoarts

.. . .,

i----
CITY

___..___.

STATE ZIP

A

DATE OF ApLICATiON --I
,_______,-_

ARE YOU UNDER HE YEARS OF AGE,

0 II
- YES NO

SOCIAL SECURITY NO.

_ NONE
,

[ DO YOU HAVE RELATIVES OR FRIENDS IN THI43 COMPANY?
YES IS IN CASE OF EMERGENCYNOTIFYIF SO. STATE NAMES. IONSHPP AND DEPT - ....,_

1

.

NAME `

.1
ADDRESS S

P

- PHONE
PRESENT OR LAST SCHOOL ATTENDED -NAME CITY STATE

3.

/DATE IpNoslco .

1 O YES 0 NO;,, HIGHEST GRADE OR CLASS COMPLETED PHYSICAL HANDICAPS-SPECIFY 14
.

IS
,.

l.

OTHEILIIICHOOLIIHIGH SCHOOL pa COLLEGES ^
4. .--

.0 ARE YOU A U S CITIZEN? IF U S VETERAN SIGAA TYPE OF DISCHARGE
HAVE YOU WItIKEO, AT ANY OF OUR STORES OR WAREHOUSES IN THE PAST?

5
WHERE WHEN . JOB TITLE

.
, 17

YES I NO
HAVE YOU .APPLIED FOR YORK AT ANY OF OU'II STORES OR WAREHOUSES IN THE PAST'S.

WHERE 7 . WHEN

..
HAVE YOU BEEN-CONVICTED OF A MISDEMEANOR (EXCEPT A FIRST CONVICTION FOR DRUNKEN[{{.

IL SIMPLE KESAULT. SPEEDING. MINOR TRAFFIC VIOLATIONS-A AND DISTURBANCE OF THE PEACE)
WITHIN 'THE PAST FIVE

SPECIALtTRAMING OR OFFICE SKILLS .
7 A EXPLAIN NATURE OF OFFSIENSE: YES 1.1 -NO 1.1

'HAVE
SPORTS OR HOBBIES .,

E.
"---

YOU EVER BEEN,CONVICTED OF A FELONY!'
If ,

, A...YES NO 1.1 . ...

WHAT PROMPTED Tall TO COI( MU-PLEASE IIIIIT DETAILS AS TO NEW AAAAAA AOV 'SING OR COMMUNITY
p!' IZATION

. .

..__,

EXPLAIN NATURE OF OFFENSE
. HAVE YOU BEEN'
20

. YES

IF SO. GIVE DETAILS

CONVICTED OF SHOPLIFTING IPARCENy) THIN THE POST FIVE FEARS?
I

le HO 1.1
P_

PERSONAL REFERENCE{
110

.. .

NAME TWO .

I

NAM[ ADDRESS

r - p . 0.'.. ...

NAME i , ADDRESS yr. . Jr
. ,

I
.1

. .
) . .

d PUNIC LIST ANY EMrLOYMENT YOU HAVE HAD IN THE TAIrr TEN YEARS. ,
11. , 'V . .

AAAAA NT OR LAST EMPLOYER ADDRESS r
. .

YOUR POSITION
.

.

GATE STARTED DATE LEF.Tc. SAL RY REASON FOR LEAVING

NEXT LAST EMPLOYER'/
N

--- t

,
eNEXT LAST EMPLOYER r ,

---* ..
-

°

Mawr LASE EMPLOYER. .. . 1'
. (

'

I

.

,Il 1

,
-

.
,

.
$ .

Ncur LAST EMPLOYER 1

'

a-
.

-
i

_1

I

____/ -

16

I. HEREBY CEETIFY TO THE BEST or MY KNOVALt ND *LIEF THE ANSWERS MADE-HEREIN ARE TRUE AND COM
AGREED TWOMEY EMPLOPMENTIlLwITHOUT .4.11E ANDIVAY BE TERMINATED SIP THE COMPANY OR AT THE DISCRET1
AN INVESTIGATIVE CONI10M/R REPORT MAY IIIEREPARED WHEREBY INFORMATION IS OBTAINED THROUGH PERSONAL INTER
INQUIRY IN 1Cr110 AS TO YOUR C141RACTER GENERAL REFUTATION. PERSONAL CHARACTERISTIC{ AND MODE
PERIOD OF TIME TO RIO .01;DIGITIONAL.DETAILIED INFORMATION ABOUT THE NATURE AND SCOPE OP THIS INVEfTIGATION
1 HERCIITOCKNOWLIIDGE YI0IX14t1 ONECEIVED NOTICE THAT PAYMENTS DF WORK: NIS COMpENEATION HAVE BEEN PRRVIDED
BY kQVIDING FOR SELF 'INSUR6Pit UNDER SAID CHAPTER

AN ApITISAFIT FOR EMPLOYliONT CIITH A SEALED IFECORD.ON FILE WiT THE co ISSIONER OF PROBATION MN ANSWER
COURT APPEARANCE OR CONVICTIONS AN APPLICANT FOR IIMPLOffm,NT WITH A SEALED RECORD ON ILAIWITI: THE COM,PRIOR A TS OR CRIMINAL COURT APPEARANCE{

,..

ND I REALIZE THAT ANY 01/EMISSION OR FALSIFICATION WILL RESULT IN MY DISMISSAL IT IS
ON OF EITHER PARTY IN SOAKING THIS. APPLICATION FOR EMPLOYMENT It IS UNDERSTOOD THAT

teELTB WITH YOUR NEIGHBORS. FRIENDS. OR OTHER{ WITH WHOM YOU. ARE ACQUAINTED THIS
OF LIVING YOU HAVE THE RIGHT TD MAKE A WRITTEN REQUEST WITHIN A REASONABLE]

TO SE BONDED AT THE COMPA

UNDER CHAPTER IS1 OF THE 1NNOTATED LAW{ OF THE COMMONW IF KK

NO RECORD' WITH RESPECT TO AN Noopy Nancy.. RELATIVE TO PRIOR *imam". CRIMINAL
MISSIONER OF PROBATION MAY ANSWER NO RECORD: TO AN INQUIRY KIREIIT 1(01 TO

APPLICANT'S SIGNATURE

7



ORE-EMPLOYMENT MEDICAL HISTORY QUESTIONNAIRE

'NAVE YOU EVER
tf

OR MO IF YES s EXPLAIN
ref

OR NO
`CIF YES s EXPLAIN .

S.

Rcived VIrskinn's Compensation
Soon operetta en

Bien advised to he...
son oprt,on

.8en raiitctstd far matters sisvic
for health r

Been dischorgd from ilitoty
service fa Intel+ roesjrls

Boo. sosloweIy ',tiered

.
boon rfusod employment
ler Mull* mese..

Received pension I

Brim refused hf insufenc I.

Rose famed to AV est lob Been USCal ta gutriaren usual Juries

Imposes* 1 hoIth MGIONs
because of insets or occident foe

( mes than I wk. ducing post 2 yrs.,

Boon refused o driver's license
for health reasons

B

'

ES Ef E5 s

OR 00 OR NO OR NO OR NO

Ors
fiev you Wear .reputed you/beak .

H hofnsio "rote .... Nova you vot hod fits or convuls"ians Do wow confect tonsrosyou

Hers you.ver Af Isaiah lopes .. Mo.iir ...leset'sd Hav you aver hod a heed inipty Do you aver No hist. n. old
list?

Have liver stOr,Oftlia44,6a4; How you ever corked s,th r tirotitriol Dtyeu need to rigsl Hove even had lurs irou)41.!
you

De aver wrst* Muff Hoveyou Ivor *coked la a dusty um!. ,....

glosses

Do you need gl for thstonce...

you

De trak nnirtlicr.regulmly
you

youC
HAVE YOU EVER MAO

Dtehetes .

Htgit mood Prssur .....
D

PIRVE-Y011 EVER MAD

Ablirrils. riiictlisrisllo drugs

-

131ood err Super ltion*

Cough (frequent or chrcma)

F4Nnteh5 lio11$ w dissiness

I

VIES .

Ott NO

Triwculosn cw obit, lung Moose

Nrwous D.serdr

wef
OR NO

Wert trouble.
Cancer

YES
ON No

Arthritis . t . .

estIPpay

o No Ega
Hay Fvtir

. IN Rheumatic Fel ..

Hoddahs (ftqu r) MI stk. mess of Breath
fa,

Joundec . , kis . a 'alba/1 cl Ecssnto

Je St peens . . r OMS81 a dueSteel ulcer

Paralysis r . IIIII Sr mg of Isteidor Onkls

a itr 1

YES
OR No

Urination difficultios ..."
Varicose sala$

r

IMMUNIZATfON
TETANUSOLochl-w)

VIER ORR*

Dote )1111 Dottt .1
.

POLIO' Type

THE ABOVE TAT **NI'S ARE TRUE TO THE REST OF MY KNOWLEDGE. I UNDERSTAND T)IAANY IdISST MINT OF FACT IS GRQUNDS FOR RELEASE.

I AM WILLING TO SU IT TO A IM1TsfICAL CRAMINNTIr4 Ay THE NCOUCST 01,..1mli STOV mANAGCMCMT ANO I, ONC if GIVCN( I AGINIre THAT NV CONTINUO IMPLOYMENT MAY'

Olt COPITIN4111MT ON TIV [SUL", ' .
......./ R.

. i
" DO NOT WRITE BELOW THIS LINE ( "

SIGNATURE APPLICANT

DO NOT ?WRITE IN THIS
PACE

.

jogarting Date

F-,

18
I

411

Deparmierit

Number

Position.

Starfmg Salary ;

.EmplOyeci by

.
jrairting

r

411

;



.0

a

:A ..
t t

TELEPHONE CHECK WITH PREVIOUS EMPLOYER
,. ..1 ,

. . "

v

4Applicantlf Nalaie. Type of Work .

-.. Former, v

.

°
I,

Phone
',- -.

''.

. .
-

Supervisor x..,_. Title'

ir

.
. This, is (your name & title)'

_
. (Ap licant's Name); has

applied to us for a job: I would 11Wto verify the information he has 'pen us:
Do you remember him? ,

,o.
,

..,

(Hospital),
1. When did he work for your

{Company)
From

2. 'What was his job when he .started?
When he left? , #

3. He says hi,was earning $ per. a. is that correct? Yes 'No:$

8)

4.*How'hard a worker was he?
Industrious?

.

fl.Variable?

5. Mow good was his'woik?

CarefliWN Quality, Conscious?
,

.. -,
6. How was

.

hlts attendance? 1
.. .

4 Chronic, Absentee? .I HeaCth Problems?

7. What was .his accideht recprd? .
,. z

,

Accident Prone? ' Safety Conscious?,

azy? t

Dependable?

1

8. How did his get along with others?'

Easy to work with3 Trouble Maker? Moody?

.9. How was he to supervise?
.

./ Easy to handle? Needs close watching?,

.10. Why did' he leave your Hospital?
Anythfu uudelirable?

!
.

11. Would-you'rehire him? Yes , No Why not?
, .

\-Resistant? 4

, .

12. Do you,,know of any. special problems he has-. -Such'as drinking, gambling, money,;/
/-health, or trouble at home? .

COISIENTS:

DATE OF CHECK MADE BY TITLE
4

(



EVALUATION- SHEET.
7`

DATE:

OOSMON APPLIED ;

PERSONAL

Appearance.,

Friendliness & Agreeableness ..-....
Basic Energy Level

(Visual-interview). .... .

Physical Condition. .

'(Any Noticeable Limitations) . 7

Aboye
Average

Av ge
(Ac eatable).

'Ungccept,
obi*,

Questionable ',
,dive Reason (s

. .

.

',

.
,

,
.

t ,-

..

.

.
.

, .
.

,

.i:

. ,

,

JOB REQU.IiiEMENffS.

_Experience

Stability
(Overall' Lcirievity Previous Ernployers)...

A -tot Some Aisost None or NOne '
.

..

.

.
. .

. h

.
1

_

MISCELLANEUS
, Baby Sitter .. . .

Military Clastiecation .. .,. i
Transportation 1...f. ... OOO OO ....

Availability .

.

No Problemm-, _.

, '
Problem Area (State Reason (s) ),

IL , ------ --NILm.
.

, . .

1

a
$

A

. -

1 ,

'REMARKS

IMAINIANNEWO111i

Overall Rating: 1

.Rpteci By:

1.

3 i 4 rzn Recommended tQ Employ,

. . '21
ti

,
Yes No



This application nest be in 'your
own bandinitincr
To receive proper tonsioleration,

all questicgss on both sides of this-
fora Intel b. donwered.

lion for El lo et
Date

Nine in Full
PURACE PRINT NAME ONLY '

'Present Adam".

How Wog hbve you lived in this City?

Laet previous address 1/4

A

FOR OFFICE USE ONLY

Application Filed

Application -Accepted

Clock No

SOCIAL
SRCURII'Y
A/C No.

Own
Phone 1 Haber

ZIP
State, t9°D1

V*1--
in this &stet_ _Are you a antigen of United

et

Date of Birth . Height
, Month Day rear Weight Sex 4.

Married-0 : Single 0 Divorced 0 Separated D Widowed 0

How Many Persons do you Support? Wile_ .Children Others
\ Z.)

Have you eny "eidiilinev business interests? Explain

Do you owp your home? Do you own other Real Estate? '

Mad of work desired

Previously employed here?' From

Have you Any Relatives or
Friends in Our Employ?

Name

who.

^1:

to

1% you own Automobile?

'MP

,.. Dept.
os°

In case of _Emergency notify_

: Address City

Phone

State

EDUCATION Name and Location of School
No. of

Attended
Teats

Count* of 'Study
General Efaci II

Did Toil
Graduate

. Daft of
Leaving

.

Grammar School .
...

. ,. . .

' Lie. Tr.

High School

.

. '

,

.

College or University

..,
.

,

,

_ .

Siglit ticiool

,

'EX : IN '

Trott., liminess or
Correspondence School

,
1-A1P_-'-..-s

_

What Foreign Language do you understand ?

Have you served an apprenticeihiV?

Where 4erved in U.S.?

- Mechanical Experience

How long? Trade ?..

IWhen served?

or Business Machines you have operated

-e-

00°'
All qualified applicants *ill receive consideration without Tetrarch° age. race, color, religion, sex, notional origin or milltary status;

/22
22

4



s

- -
IPIPLOYMENT HISTORY: - Give Miles and Addresses of ALL Previous ,Employers (including civil sirvrce)a

U you are now working, present employer and reason for desire to quit must be included.
Al.. pi* reason foe lapse of time where a period of termination of one place of employment does not fit into the next place ef employment.

Employers Name and Address
.

Kind of Work
. Wages

Per Flour
Date

Started
Date
Left Reason for Leaving

I .
.

.
.

.
.

.

.. , .

.

.

.

.

. .

-
.

.

..

'

...:....
.:

.

.. ,

:,...,
.

.

. )

.

-Li
_.....

_
1 .

, .

, ;
-

.

.... .

s .

le,
. .

*

.

.
. .

.

What Physioal Defects -have you?

Wer: you ever injured at work? Natate -qt. injury

Do you Wear Glasses?

Additional Remarks:

Is your Hearing Good?

"lc ,
NW'

Have you ever served in the Armed Forces of the United States?...

State Rank and Branch of Service

-
Are you no eziplitd? Where?

- -
I agree that any false statement in this application shall be sufficient cfaiise for rejection or dismissal. -I hproby grant

permiseion,to investigate any of the information included in this application and to submit to medical examination if re-
quired. The use of this blank dos. not indicate there are positions ripen and does not in any way obligate this Company.

Your Speech?

41

sign
Here

Illinaturie of Applicant

INTERVIEW (Yes or No)

Redult of Intery4ew

..a.eglJ.

DO NOT MUTE BELOW THIS LINE

Date

Aooeptable for Employment? Starting Rate Starting Date

Oaoupation Dept.,

Interviewed by Employed bY.

v./ Approved by

Hour

Shift

Clock No.



FOR CIFICE kONLY

. Possible litotk
Locations

Possible
Positions '

.

APPLICATION
FOR

EMPLOYMENT

4.

To Applicant: We deeply appreciate your interest in our organization and assure you that we are sincerely interested in your qualification's. A char understanding ofyour
bockWound and work history will aid us in placing youtt the position that best meets your qualifications and may assist us in future upgrading.

PERSONAL Date:

(PLEASE PRINT PLAINLY)

FOR OFFICE USE ONLY

Work
Location Rate

Position Bate

Name Social Security No
Ir. First Initial .Middle Initial

Pfesent address # Telephcine No
No. Street City State --1.4" Zip

`How long have you lived at above address?

Previous address How long'did you live there?

"No'
fleet City State lip

To Applicant: READ THIS INTRODUCTION CAREFULLY BEFORE ANSWERING ANY CillESTkItNe IN THIS BLOCKEDOFF AREA. The Civil Rights Act of 1964
prohibits discrimination in employment practice became of race, agar, religion, sex or national origin. P.L. 90-202 prohibits discrimination-an the basis of age
with rasped to individuals who ore of Mast 40 bet list than 65 years of age. The 45ws of come States also prohibit some or all of the above types of.discriminotion.

,DO NOT ANSWER ANY QUESTION CONTAINED IN THIS BLOCKED -OFF AREA UNLESS THE EMPLGPER HAS CHECKED THE BOX NEXT TO THE QUESTION, s

thereby indkoting that the requested information is needed for a bona fide occupational quatfication, national security laws, or other legally permissible masons..

Ej Are yoti over the age of twenty-one? If no, hire is subject to verification that you are of minimum legal ace.

Sex: M F Height:

0 Marital Status: Single Engaged Married

ft

Separated

Date of Marriage Number of dependents including yourself

in Weight-

Divorced Widowed
*
Are you o citizen of the U $ A ?

,
What is your present Sejective Service classification?

11
W'-- Indicate dates you attended school: ../

- ' , ,

Elementary High School'
. College'

Fsrom To From To From To

Other (Specify type of school)

lbs-

From To

Hove you ever breli\konded? If yes, on what jobs?

Have you been convicted of a crime in the post ten yeors; excluding misdemeanqrs and summary offenses? ifyes,

describe in full

Employer may list other bona fide occupalignal questions on line below:

What method of transportation will you use to get to Ark?
9

Position(s) applied for Rate of !Ay expected $ per week

Would you work Full-Time Part-Time Specify days and hours if part-time

Were you previously employed by us` If yes, when?

List any friends or relatives working fin us

If your application is considered favorably, on what date ,will you be available for work?

Are there any other experiences, skills, or qualifications which, you feel would (siecialiy fit you for work with le Cosploany?

Name( :) .11W

fa-
" 24 ,

tys,t



v.

Do you have any physical defects which preclude you fr4oin 'performing certain kinds of work? ''a If yes, descrille.luih defectst
work

- 4
a .

and specific work limitations

HOY0 you had a major illness in the past 5 years? If yes, describe

0

Have you received compensation for injuries? If yes, describe

/,

,RECORD OF EDUCATION s

..,

rS4C1; ,\
. . " 4

Name and Address of Sthool
1 f

./
Course of Study

,

Check Last
Year -

Completed

Did You
Graduate?

,List
Diploma

or Degree

\ 1:
mentary 5 7

0

8
Yes

.

...
. . il No

.

High

\
.

.
-

-
.

1 2 3 4
11] Yes

.

.
III No_

College 1 2 3 4
esIIII Yes

.

. .

. , MI NO
,

ther
(S13 y).

1 . 2. 4
0 Yes

'

,No

MILITARY SERVICE RECORD

Were yiu in U.S. Armed Forces? Yes NO If yes, what Branch?

Dates of duty: From
- Month PUy Year Month Day Year

To

4

Rank at discharge,

List duties in the Service including special training
Ak

Have ygl, taken any training under the G.I. Bill of Rights? If yeswhat training did you take?

.

PERSONAL REFERENCES' (Not Former Employers or Relatives)

; . . .....

Name and Otcupation Address Phone lumber

.
. .

. . .

4 4

t '

60-

, r
. ,



I

lli

IV

V

List below all p sent and. post employhtint, begipning with your Most recent
A

7

I

9

-
Nine and Address of

and TyPoi of Busi
innpbriy

ss

.

From T Describe in detail
the work yo id

Wiiikly .
Starting.
soar),

,Weekly
Lair .4,,,°

salary '
4°"'" fc4'"

bocivips ,

Nome of
, Supervisor

# ,
ma. y;, ma, yo,

\fir
.

.

t . .

,

.

i

,

.

.

,

.

'

,.-

.
' I '

.

0

,4

..

A
..*

'

.

°I

.

'

V
o

4

f
.

.

.
` ,

,,

..

' ..' t

N.

r

2./

Y.,,
.

.
.*Name and Address of

and Type of Bus
Company
ness

To Describe in detail
the work youotid

Weekly
Starting
Salary .

lyWas A

Salary
.

- .. *.
meson tor
'Leaving

.
. Nor of.
SupervisorMa Yr: Me. Yr.

.

, 1. ,

'

4.
,

,

n

-
'

.

.

"--,.

-
.

.

.

,

.

. .

pile
.

. ,

Name and Addrets. of Company
. ,

- -emd.Type of Business,

From To Describe in*detoil
the work you did

Weekly
Storting
Salary ..

, ..

Weekly .
Last

Salary

,
tatason for

Leaving
..

Name of
SupervisorMo. Yr. Mo. Yr.

.
..... .

-44

' .

.
--.1

'

' A

. .

c....,

.
.

'

.

.

C ...
4

.

.
"1:..'"'

*- . N
,, ,.

'..` , ,,

Name and Adclresso Gam an
.": and Type of Bu ness -

fre;n
99

Tot * ''' Describroin detail : t '''''
the vhkrit you did

' Weekly
' Slating -

Salary

,Weekly
Lad ,

Salary

.. -

Reason ft'e
Lanvin,

11P" of
Werviscir

.
Mo.
e

'Yr. Mo. Yr.

. -

N,

'

,

-

-

...-----

.

.

,

111

.

-'

.

.

.

.

r
t

Name and Address
and Type of B

Company
iness

From To Describe in detail
thirwork you did \

Starting
Salary

ast
SaLlary

Reason for
Leaving

Name of
SupervisorMe. Yr. Mo.' Yr.

l

.

.

.

-

.
.

4

.
3

..

- Pt
.

,ir

.

,

.. v

,

- May we contact the e plovers listed above?
r °

If not, indicate 14 No. which one(s) you do not wish vs to contact

The facts set forth aboye in my application for employment are true and complete. I understand th6t If employed, false statement*. on this application shall be con.

. adored solicint Tos fat dismissal. You are hereby authorized to make any investigation of my personal history pnd finalist and credit record through any Invest!
gative or credit agencies or bureaus of your choice. ...- ', * .

In making this application for employment I also understand that an investitativl consumer report may be made whereby information is obtained through ptrsonal
ieerriews with my neighbor's, friends, or others with whom I am acquainted. This inciefryincludos information as to my chasecter, general reputation, personal chore

-,..teristics and Mode of living I understand that I have the right to make a written request within a reasonable period of time to receive additional, detailed information

about the nature and stops of this investigative consumer report.
.

26
Signature of Applicant

1



APPLICANT Do not write on thi* page'
FOR INTERVIEWER'S USE

INTERVIEWER I,ATE.,"
.

irr.-
COMMENTS a

.

..%

.../

11111k .

la

.

A

J

.

c A

6.

0 0

.

%

.

'ea

I
.

.

.

. .
.

.

.

.

*t
.. ^

..'

l
.

ago

.

".-1

I .
.

FOR TEST ADMINISTRATOR'S USE

TESTS

. ADMINISTERED
,

DATE
RAW

SCORE
_

RATING
.

.

, .

COMMENTS AND INTERPRITATION

.
.

.

..
.

. .. .

. ,

.

..
*.

-
...e

.
..

. . 4
.

. .

a
.

.. r
...

.

,

.

1

.

. . ,

A

REFERENCE, CHECK

*Position
Number

,..

RESULTS REFERENCE CFIECit t *Position
Number

RESULT F REFERENCE CHECK .

.

. .

II' a
,

. .. , .
.

. ..
_

: m

4

.
, ,

,
.

,
.

a
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APPENDIX C

SIMPLES:- PERFORMANCE EVALUATION FORMS ti

.

0

sg

r 1

S

=



r

r

PERFORMANCE RATING,

NAME . DATE

.
DEPARTMENT' :JOB TITLE

Check one of he descriptive Gases in eachfadtor which most clearly describes
the employee.

---..---..
'FAC4R I - JGB.KNOWLE , concerns how completely the employee has learned
about all the typet o work, methods, practices, procedures for which his
JO is accountable. ... ', . _------.

X: Limited knowledge. Regularly heeds instruction.
.

2. Fair knowledge, but still requires occasional checking.
3. Confidence An his knowledge, but still needs coaching on details.
4. Well informed on requirements. Rarely needs assistance and asks

for it when deeded.
5. An expert. Oultanding ability in applying-knolwedge. Fellow

employees have a high regard for'his job-related knowledge.

;

Comment:

FACTOR II - PERFORMANCE

1. Approaches job in. unimaginative and routine fashion. Frequently
too much time; effort and materials are,used. .

2. Erratic, ipconsistent, easily discouraged. ,Difficulty in

/ adjusting to new work. Has limited accomplishments.
3. Steady, predictable. Does, what is asked, but doesn't'leave the

beaten path. Completes work on time with a minimum amount of
Wasted time.

4. ,Self-starter. Adjusts to new situations readily. Resourceful.
Most other fellow employees respect his abilities.

5. Unusual initiative: makes extremely Valuable contObutions.
Is consistently productive,_ handles an unusual amoun fif work
'anduses time effectively.°

CoAments:

FACTOR III - DEPENDABILITY 4
-'1%' - .

. .

1. Absentee and punctuality record-are'poor. Can' anticipate
. any difficulties. 'Does not, handle well, canf dential information.

2. 4Sometiines lacks common sense. Attendance is' omewhat less than _

desirable.. Accurate,.but still requires m nitorinq.
3. Good reliable'employee though experiences s e infrequent lapses

, .

.,ofattending and industry. .Attendance is ,reasonably, good.
-4, Constantly dependtble and thorough. Rarely needs checking..

Always punctual. Very good attendande.
5. Entirely reliable. Tends to influence o#Iers constructively.

Comment:

2-30-29



4. *:

P
. .

FACTOR ry - ATTITUDE,,
,-

cOncerns the impact his bthavior has on others,,,reflei-

dons of his attitudes towards his job and towAts his cat-wOrkers. Concerns
the employee's receptiveness to suggestions, new ideas, constructive criticism, '

j whether froM hisesubordinates,or his, superiors.
, , .1_

1. Hattie and free ent uncooperative. May do his own job as
.

he sees it an' resis doing any more. Disturbing .influence.

2. floes along wit reouir d activities but tends to resist new

;ideas. 'AOt to be a d fficult person to correct) Rirely

. cooperative, person when the.Situatjon is notto his immediate

advantage. ,., ',

3. Usually gets along well with others. .
.

4. Always willing to cooperate With.histsuperiors and fellow employees.

5. Is teem.oriented. An informal group leader whotbnstNctively in-

.fluences others.

,tomment: . 4

I. Does the employee's preient position permit the.best use of his capabilities

C-

2. What specific types of positions should this employeedbe considered for?

Has he indicated a special interest in any other. type of work? What should ,

he do or we do to prepare the empi4ee for the other position, if applicable? 4

2.;3. Whatiraining or educational course(s) has he taken in the last twelve

months?

.

This performance rating has been discussed with me.

EmpToye s Signature,, Department Head/Supervisor:s
- Signature

Date

Ntk

4 4

4

3()

31--



t

DATE:

EMPLOYEE EVALUATION FORM

NAMR:

DEPARTMENT, EMPLOYEE NO: .

J06 CLASSIFICATION

.1
.

Listed bellow are factors tcr be- considered in this perfCirmance' evaluation.-

Each factor has a five point maximum value. . MAXIMUM
i SECTION ' PURPOSE SCORE P

Jk . All 'Employees t5 ,,

A & B Clerical '. 6p

f'
f

EuA f C Professional Supervisory 754 ry
.

'

ABOVE BELOW '

EXCEPUWAL AVERAGE AVERAGE' AVERAGE UNSATISFACTORY.'

5 4

"ATTENDANCE

ATTITUDE

I DEPORTMENT r/A

- INITIATIVE

VERSATILITY

'ADAPTABILITY
.

STABILITY

DEPENDABILITY

. JOB KNOWLEDGE

QUALITY OF WORK

QUANTITY OFiftORK

SECTION A

i.

SECTION B

OFFICE SKILLS

1,

COMMUNICATIVE SK ILLS

CREATIVITY

ORGANIZAIIMAL ABILITY

SUPERVISORY -SKILLS'

'31

SECTION C
C-



,Major Wait points pre'
.

' ;

ts
I.

DATE OF 7EltIPLCiYMENT

Major strong points are.-:

.% 1.

(

2

8.

ayd these can be used more effectively b
the f011owing:

doing

r

7

LAST RATE CHANGE:

FROM $ TO $ DATE

't fq
4mors.-.

CONDITIONS WHICH MERIT
SPECIAL CONSIDERATION

I

u.

RECOMMENDATIONS
FOR CURRENT REVIEW PERIOD

A copy of this ROport has
been ,disciassed with me.

MPLOYEE S IGNATURE .DATE

PER'ORMANCE RAT IIIG

EXCEPTIONAL

--ABOVE AVERAGE

AVERAGE

BELOW AVERAGE

UNSATISFACTORY
4

RATED BY

DATE I

APPROVALS

232



r-

4

Rake

PthENTIAL REVIEW

Date

' Deportment Job Title

Place an 'X Mark on each ratingscale, over the descriptive
r2
phrase'which most clearly__

describes ehOtemployee,

ALERTNESS is the ability to- grasp inStruction0;:to meet Changing conditions and ,to
. .

p
Solve.novelOr problem situations$7 .

- Slow to , Requires more-than Grasp instructions Usually quidk
"catch:on" average instrucitions with averase' to understand

and explanatiois.. ability. ,and learn.
,

,

Exceptionally
keen and alert:',.

CREATIVITY is talent for'having new idea*, for finding new and better ways of doing .
things and for'beingimaginative.

Rarely has Occasionally
a new idea; comes up with
is unima- a new ideas

ginative.

Has average imagin-
ation;Aas reason-
able number of new-
ideas.

Freargently

'suggests new
ways of doing
things; is very
imaginative.

.1

Continually seeks
new and better
ways of doing
things; is
extremely
imaginative.

,DEPENDABILITY is the ability to do required jobs well with,a minimum of supervision. r

Requires
close
supervi-
sion; is

unreliable.

Sometimes requires.
prompting.

Ustially takes care,

of necessary tasks
and complepes,with
reasodsble prompt-
ness..

DRIVE is the desire to attain goals, to achieve.

Puts forth Puts forth little
practically effort to achieve.
no effort.

Has average goals
and usually puts
forth effort to
reach these.

Requires little Requires abso-
supervision; is lute minimum of
reliable. sdpervisidn.

A

Strives hard;
his high
desire to
Achieve.

Sets high goals
and. strives
incessantly to
reach these.

1. Does employee's present position permit the best use offhis capabilities?

33
4-34

a



EMPLOYEE EVALUATION
Non .dic'empt Offic.e-i6ersonglIel

Narita
. .

.

,
DepartmenA ,

..

Time since last.ieport: -
_C.

3 nlios. 6 mos. 12 mos.
Date of this report

3ob Title. ."
4-.49, Time on job: Years Months *.

' .
'Rater - . Title

.

mr. N

' Instructions:,,Evalua:te the employee on the job now being perfoimed. Use your rating guide

. that jiescribes -behavior. in each ,category and check in the columh that applies.

,. Case. Accuracy and Thought is necsssaryl for maximum fairness. 4

,

'It as mandatory th.at this
column be completed.

. r

Factor
.

Rating ,.... ,

. Air
- Progress -

1

.
Comments Principle strengths:' . .

` . .:
, -

I . 1

.

.

i ,

.,

.

A ` * b O _b t.,,C0

%P. s°"44° vg e
e.o....° 6 e9 4.09 ci e9 %.'1"% Has

,3- 6,0o 04. 4a oc, im,_

\''' N'' t e proved

Little
or no

Change
.7.

Has.,
gone
beck

'

. (Use reverse side
. if necessary) '

Quantity of
Work.y

,
.

. -
e

.. ,

. "

.

,

Quality of
Work.

. .
. .

'

Accuracy, '
. 0-..

. .
.. - . F

Attitude.; . .

.

.

.

gliCtiori'to
Criticism . ..

. . .,
,

.
,

Mani weakness:
-

4

f I .
.

. . . .

:\ .e.

-Abtlity to work
'Independently

.I .
,

4

44

.

'
Judgment ,41

Common Sense

,

, t
:.

.
.

.
.

....it,
-N.

,

.- .
.

_

Tardiness .
A.

: -

.
What will be done to strengthen

Mese weak areas. .

4 ,'
..

..

* v

1, .i
.

35 ..- ,
.

,. .

..

Absence ,
.

A

. .
,

.

,

,

, .
altinatures::,Rater Date diseussed.with employee

, I...--- , , . '. .

Employee
-

' .
1

,Employee will sign, indlcatinkthe evuluation has been road.
° 'NOTE - An empleye#may make a written statement concerning this evaluation,

-within one week pf titievaluation. This will be filed with the evaluation -
.

filetttlal, Date aro Routs '

' ,

lb .... i LA . rid

' ,Personnel-use
'I ,

'



EMPLOYES PERFORMANCE APPRAISAL

Name: ')

DepaTtment:

INSTRUCTIONS'

41v

1. The forman should complete all forms in iSrivecy.

2. The employee shoald not be alloWed to actually see and read'the form for fear of misin-
,-

Title:'

terpretation.

3. Job performance should be discussed with the employee in-privacy, not at his work Oa-
tion.

4. Gift the Employee one day's notice prior to the conference.

5. The "Rater" should return the-completed forms to his supervisor after his discussion
.with the em loyee. The complefed forms shd ild be directed to Personnel in a MAD,.

nvelope after being reviewed by the "raters" supervisor.

CHECK: ) EACH ONE OF THE DESCRIPTIVE TERMS THAT APPLY.

cz

Makes frequent
errors.

. ALERTNESS

Slow to
"catch on."

CREATIVITY

Rarefy has a :
new idol;
is unimaginative.

-

_Careless; makes
recurrent errors.
J

Requires more than
average instructions
and explanations.

Occasionally
comes up with
a nor Idea.

Usually accurate;,
makes only
average number
of mistakes.

Grasps instructions
with - average
ability.

a

Has avenge
imagination; has
reasonable number
of new ideas.

Requires tittle Requires absolute
supervision; is exact minimum of
and precise most -supervit,,,cn, is
of the time. almot always'

acdirate. ,

Usually quick
to understand
and learn.

,

Frequently
suggests new ways
of doing things; is
very imaginative.

Exceptionallyleen
and alert.

Continually smOts
new and better
ways of doing
things; is extremely
imaginative. °

4



FRIENCIIINESS

Very Approachable; warm; friendly;
and friendly once known sociable.

by others.
,

4

V.

Very sociable Extremely,sociable;
and out-going. excellent at

establishing d
good will.

I
Personality Personality Personality Very desirable 'but
unsatisfactory questionable satisfactory personality per ality
for this job. for this job. for this, job.. for this job. for this job,

PERSONAL APPEARANCE

Very untidy;
. - poor taste in

dress.

Sometimes untidy
and careless about
personal ,

.appearance.

- Generally neat
ana clean;
satisfactory
personal
appearance. .

Careful about
personal
appearance;
good taste
rn dress. -

PHYSICAL FITNESS

Tires easily;
is'weak and frail.

AP.

ATTENDANCE

Frequently tires
and is slow.

Unusually well
groomed; very
neat; excellent
taste in .dress.

Meets physical and, Energetic; Excellent health;
----energy jou seldom tires. no fatigue.

requirements. , ,

4

Often absent Lax in attendance Usually present

without good. and/or and on time.
excuse and/or reporting for

reports work on time.
fbr work late.

(
HOUSEKEEPING

Disorderly or
untidy.

Very prompt; Always regular
regular in and prompt;
attendance.- volunteers for

overtime when
'needed.

Some tendency
to be careless
and untidy.

Ordinarily keeps
work area
fairly r3a17

quite conscigraious
aboutbout neatnfss
and cleanliness.

Unusually neat,
clean and
orderly.



PENABILITY

Requires
supervisir:
unreliable.

Sometimes
requires
prompting.

A
441-

JOB ictidwLEDGE

Podi ly informed Lacks know
about work of some pha

_ duties. of work.

QUANTITY OF WORK'

Usually takes care
of necessary tasks
and completes with

- reasonable
promptness.

. Moderately
informed; C1117' r
answer most
common. uestions.

Requires little
supervision&
is reliable. 9.

Understands
all phases Of
work.

Requires
minimum of
supervision.

Hascomplete
mastery of all
Phases of job.

Does not meet Does'just Voluble of . Very industrious; Superior work
minimum enomah to work is does more than production
requirements. getby. 'satisfactory. is required record.

1
4

STABILITY

re`

Goes "to pieces"
pressure;

is 111PY'

Vccasionally Has average"'
"blows up" under toierance fer
pressure; is crises; usually
easily irritated. remains calm.

38

Tolerates Most
pressure; likes crises
more than the

irerage person.*

Thrives under
pressiire; really
enjoys solving
crises.

COURTESY

Brunt;
discourteous;
antagonistic.

4

Sometimes
tactless.

4

-111111

,Agreeable
and pleasant.

38

Always very polite Inspiring to others
and willing in being courteous
to help., and Veryleasant.



OVERALL EVALUATION

Unsatisfactory. Below average but Doing an-
making progress. average job.

a.

J.

COM,MENTS

Weakness

elle these can be improved by doing the fol-
lowing:

,

v

Rated by
1Narne)

Definitely
above average.

Outstanding.

Strengths

1.

"2.

3.

-and these can belited more effectively by do-
ing the following:

-3939

(Title) (Dee)



PERFORMANCE EALUATIONs,
CURRENT STATUS

LAST REVIEW DATE UR RENT TE IEW TE E P PT N

c I
JOS TITLE

LAST
AMOUNT

-..

$

RVISOR

.
......

INCREASE
DATE

0
. .

.

.

.

0

JOB

%

AUTHORIZED
TE DEPARTMENT.MGR.

*

a

COOS U ERVISOR

I PRESENT I

SALARY S _ . AMOUNT--
..-. $ .

APPROVALS
DATE

SUMMARY OF

.

....

.

PLANNED INCREASE
SALARY

.
-

DIVISION MGR.

ACCOUNTABILITIES

.4

'11, °

....-.,

.

,

,
...

-

.

OEPARTMENT

I

%

DATE
..

.
.

Sc

NAME

ACTUAL
AMOUNT
$

DATE
.

,
..,

I

ci

.. /IOW

.

,,

INCREASE
SALARY

EFFECTIVE

_ .
.

t

,

,
.

. .

.

.

.

o

i

.

-

ACCOMPLISHMENTS HOW MEASURED
.

i ,
.

. P
..

. ----..-.....,.... -

.

. . :.,

os
. , . .

. . .. .
. .

. ;,.

*
3

_
6 or
) .

. 4

* 4

i .;
I --,

........ ,
.

.

0. .
a. 1

.
.

. II

....

1.

OVERALL PERFC3MANCE ASSESSMENT

.

.

MARGINAL tO

.

ADEQUATE,2

.

. *
. . .

. .

,
I' . ,

OVERALL PERFORMANCE NOTATION

QMP TENT CbMMENOABLE O4 DISTINGUISHEO

s

. EXPEC.IED LEVEL OF PEREO.FIIIAANCE .
. A

IF NECESSARY TO EXPAND AC UNTABILITIES AND/OR.ACCOMPLISHMENTS, USE

40
OF FORM ,....



-NAME

EMPLOYEE GROWTH AND DEVELOPMENT

DATE

.1. General ,Information

Present positton
_

C. ,Years-in present positigg ^ D. Total service

B. Department

:years,

.

.

II. Instructions
- .;,:

,

, .

. Em loyee:-Pill in all areas. -If, as the employee, you 'feel you are doing' ,-

It -we tin the particular factor being'constdered, On yoursglf credit by

---:-
,checking theapproprifte statTent shd then, stating such in the space provided..

-jfi.40u are lacking, be equally frank ,,in writing your opiniin. Such a rekark if -2.

W4T1 enable,your supervisor to assist you in increasing your total personal per-
.

-

Su isor:__Review thetemployde's remarks f6r
, . .

*
.

factor and check in .the.

box provided,,agree or-disagrig.- If you disagr:eexplain your reason in,the
,

. space provided beneath the faeTof'.
:.

.....

...a. .
,

C. Emplbyee-SuperVisor:- In recardifg the answer of eachfactor, the employee'

will use @ black or blue pen and thamwervisor will use a red pen." $oth must ,.

confplete the far*, per the,instrUttionis, in 'order to be eligible for-theproposed

inCrease.', , f

..

.
.

1' *

a-

Ito

III., Factors
# .

, f .

A. Job.Knowlqjqe:- Consider f you possess the necessary tqols (experience, trainipi0

toperfoPM the job adequately.
d . '.

, "e" .- .

Supervfit
7 r

s ° `. ,-

Needs Improvemeht. Satisfactohy Highly Acceptable 'Agree -'Di agree
.

.
4

77.11 ..

IC - ,

4.
-

.-:.- , Explain answer: a
,

.

:-
..

..
. c, j.,. %. e

--As, s^".

Bi COMmunIcations - Consideryourabilityi,tb Bah ,
,..

,

r

y .. understand and make yourself understood by * . . Ir'

4 r
others, both equal.Rommunications 0' Supervisor

Needs, Improvement Satisfactory Highly-4reptable Agree, Disigree -.
.

'

.

. ..
'''

.

) f

S.
,

.
- . 71P0- ',

rg

.. \ ,o,f-' , e . -4

fxp]ain jiouri"answer:
. ...........

ma

a
a

t

41

a



.

In e and Creativity - How is your planning, ability
to 'c rry through ajob and your ability to'make constructive
sugglesti ons?

Needs Improvement Satisfattory Highly Acceptable

, Supervisor

Agree' Disagree

,

your answer:,

of

- '1

Quality of Work =Are ybu meeting., the standards of the ob? Sbpervtsor

Nteds Improvement Satisfactory Highly Acceptablet
,

,
.

'.Explain yoUr.answer.! .

Agree Disagree

E.

I.

f/ t

D2210 b tit -7 Rats yOur ilit to.accomplish.an,.
ast1Tri tat ,within the time limits i4lowed.-

/ .

Needs,iMprov erit SatiMetory:HighlyAweptabfe-
.

/
ybur. answer:

P:

4

Supervisor
.

Agree* .Disagree

plc
4'. Coo se tion with'others --Consfde our ability

to ft pe .te with your fellow work inauding
, poli ies and practices in'general.

ds Improvement Satisfactory, Mig hty Acceptable '.

-

T

4,

. . *pervisor-.

.

Explain your answer:. "
,10

Qers nal A e nce - Consider you
.hygiOne as itr lates to your posi
4'f-service dress c

.

i

'Agree. Disaggee

. .

,o

t.

Needs Improveni,it Satfsfactry

'Explain your answer:

4.

a

appearance and ,

department/

fiighly'

. -

. .

Supervisor
.

Agree Disagree

4

'"*422-.
42 44, 0'

;



lt

Attendance-Punctuality - Rate your attendance record;

lateness. Supervisor

Needs Improvement Satisfactory Highly'Acceptable Agree Disagree

Explain your answer;

I. P per utilization of skills - technical ability _

Td. what degree are your s ills and technical
ability (pastor present) properly utilized in your

present job? ,
1-'

pervisor

ro

- ,

Needs' Improvement Sa isfactory ,Highly Acceptable Agree' Disagree

Expin your answer:

%

. -

Grgwth-and development (t nical) To'what degree

are you or the company impro ng your technical

alloities-and potential? S'upervi'sor

Needs Improvement Satisfactory Highlcceptable Agree Disagree

(
Explain %ur an'swer:

Vie. Leadership/Promotional Potential - Do you potseSs
leadfrship and promotional potential in your present %41.,'

workefield? 0 r Supervisor

1

04

L.

Need% Improvement SatisfaCtory Highly AcCeptible Agree Disagree

r ,

.1Explain Your answer:

.A a.

Employee's suggestions for self-improvement

is

urin Abe next year

.

..



4

ry

IV. SUPERVISOR RECOMMENDATIONS:

A. 'Supervisor's suggestions for employee's improvement during the next year:

e

et 1"

B. Employee's especially good traits:

C. Dierall evaluation: (check one)

Needs Improvement

92 Recommendations: (check one)

Satisfactory Highly Acceptable, '

Employee to move up to next appcopriatestep increase

--..- Withhold the step increase pending performance improvement and
another. review in monthp:

t

Other
., .

.
V. EMPLOYEE COMMENTS - Further comer On your evaluation and your supervisor's

recommendatiops: ,r ' r ,,

%

7

ro .10

I-would riike to appointment with tkelappropriate departmentiservice 'director
prior '56-signin4:thiss.formr.

NOTE: DP ridt sign until after your discussion perip with your supervitorL
-Signing does not necessarily'indicate approval:

.' 44.

Employee' Signature",
V

"4,Asir

9

dx
Supervisor,Signature

Date



NAME

REPORT
PERIOD 3 6 12 Mos. Rater

EMPLOYEE EVALIOTION
Non Exempt LabsPersonnel

r
6

Date,
4

Deparpment

Alkstructions: Evaluate employee on the job now being performed. Use the rating-guide'

© on the reversi.side in selectidg the category that best describes the
employee's performande:, Place-a check in column below that applies.

FACTOR

.

.

',4,

.

L
4.3

U
M
0

V., ,

F

,

b'
C
=._..,

r.

0.1

4.3

W
O.
Xw

w
M
S.
W

IOC

>
o
.0

ii
C
M
v.)
4.3
=
CD

W
>
S.
CL -
E

W
C
M
c.)

2

.1

.

M
.

CO

or
C

tr .;

COMMENTS ..

,

.

...

Accuracy li. Completeness

of work
3

.

Accuracy El .Compl eteness

of Records t ,

.

. .

.
,

.

-,--..

41

4

.

.Working Speed

Neatness .
,

.

..

. ,

Judgment and`CommOn
. Setse a

N14

.

.

.

. .

.

.

Application

.

. .

Dependability
.

.

.

,

,

Attitude
. ,

..

.

.

,

. ,

Reaction to Criticism
.

,

Desire to Learn
N I

, .
r

A

Desire tidoOs Rie

ResponsibiT
.

.
, .

,

e 45



S.

. lb-
Principie.Strengths Main Weaknesses

i
Corrective Steps to Be

, Taken

,

.
- .

, . .
.

,

. ..

,
,

.

....

,--,

.i.
4 ,x .

.

.

;

.,.

.

.

---r
.

.
IPI

..

i

Date rating discussed with employee

,
'Signatures: Rater

INITIAL; DATE & ROUTE

Super. / -
..

Rater's

*

Employee Personnel Mgr,
. ._

File

. .
s

Employee should sign indicating he has read report. NOTE: The employee may make a

written statement to the rater concerning this ,evaluation. :

a

46 (

oe



4
. .

EMPLOYEE EVALUATIOA.
,

Rating Guide
NON EXEMPLLAB PERSONNEL

FACTOR

.

1

UNSATISFACTORY

.

-

MARGINAL

41

EXPECTED
*

ABOVE AVERAGE

,

.1 *

OUTSfANDING,

.

Acinarclifet&
eneSS

of Work

Frequent and.
repeated errors

,>

Occa onol
V

errors
Work inco lete

1-

ew errors.
Work usually

complete

Errors rare
Workcomplete

Errors Extreitnely
rare

Work always '
complete

Accuracy & ,
CbMpieteneSS

of,Recollls

i

Pain records
Important data

not recorded ,

4

Records m sy .

.,

F errors
gate retort:iv!

.

Records up tedate
All data recorded

-1

t

Recoras complete ,
Concise, point way

to future work

.

14

74-

Working Spud
O.

Very slow on ,
,, routine work

..

Does enough to
get by

Good Producer

.

Above Overage
speed

i ,.-

High Speed

Neatness.'

.
.

Messy work area

.

O llyccasiona
cleans up

Untidy
Reasonably neat ,

Seldom needs
reminder

.
Meticulous

.

Judgment and
Common Sense

Does not
understand work

Requires deta 'ed
direction .

Sometimes -

illogical

ir
Needs some' guidance
Usually reliable -

Pions work well
Needs little direction
Offers logical

suggestions

Thinks quickly,
logically '

Application

.

s. Frequently wastes

time

Occasionally
wastes time

.

Needs some

guidance
Uslpusy ).

iv:

Always busy,

interested

,

Dependability

br ,

Requires constant
reminders

.

OccOsioNI -
reminders

Completes work
as diiected

{ --.

Needs little

supervision II
Always' reliable

Attitude
Uncooperative
Belligerent

Generally
cooperative i'

e

Team worker

.

Good team worker.

Excellegt team
worker

Diligent

,T

Reaction To '

Criticism
Angers *
Foils to change

Dosreonrcis

Somstimes
resentful

Accepti and ,

modifies behavior

-=Receptive .
Ovick to follow

advice

Welcomes odviee

and suggestions

..

i. Desire,To Learn
-.

-

.
No interest
son wook

,

.

Learns only

as required
. interested in

work 4,

A

d
,

Intereste in .

learning new

.
Welcomes n

ideas sigrj-

meets - Studies

Independently

_

Desire To Assume
Responsibility.

- -

.
,

Burk passer
Reluctant to

assume ,

. responsibility

' Willingto assume
s..

responsibility
ti '7

Interested in
new duties

,
Wants to assume

resoonsibilitv

.
Eager tti assume

responsibility



a

I

--#

t

4

1

APPENDIX D .

.1,

List of Teacher Resource Materials

I

4

4

,t

r
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